FOIAb3b1

FOIAb3b1

STATSPEC

STATSPEC

14~ -$348 -0

Approved For Release 2001/08/15 WWQZAOQ{H 00110007-0

Asgistant Dipselor Tor Tperations 12 fetober (9%

fmnary of #sopcement Staff Stuiies of Administretive Stalls in the
fTice of Operyntions

2. The dimsimilarity of orosnisation snd Operetions of the
three Divisions of the Office of Uperstioms sppesrs o wvarrsat
wmaintesance of three distinct Adminigtretive Jiaffe. Horeover .
the existence of twe distinct commuhicatious syotons O comnect
oo Tield eﬁ*i‘ m of these tvwo divisions with their respective
dashin ton meadeusrters aod the opavatiomal and ;sogrephic
aepmration @f W% tivision soi I $FOIAb3b1
_fﬁﬁﬁw‘ﬁmmmmhﬂﬁmm the
segaration of depsrtmental Administret.ivwe m

W. Little or mo cotrdismtion oy euwthan.v Letween the
sdminigtrative Sterls of the Office of Tperetions wes evident.
Jppertunity for one Btaf? (o benelit Crom wrk of anotter UWaR?
was illwstrated durin: the course of the 2\udy. NNEGNGEEE FOIAb3b1
Sl was in e process of drefiin.

4
snd {ssuin & field proeedure to be employed in sccounting for

shvouchered funds, A similar procedurs hed been cperstive in
Crmtact Tivisien for some time. The Coptagt Divicicn's exgperiapce
sud field procedure wOUld have proved heigfel to I FO(Ab3b1

STATSPEC

©. The seed to provide flexibility in deperiaenial and Tield
a8l nsent of sdainistrative persomnel s vecoinited by
office of Tpaystions .

I :
the sGAIbion Sf 83 extre POSIt.on Or tVo on WMis Aepertesntel slart,

maxiEe Flecbility would not be mhm w far, oo Wi%él?.w
of considerin: inowsbents of all departuectal Administretive O
sopitions in Ww Dffice of mﬁﬁm m lms?&,% exehes. ¢ candidates
s wot boss fully explored mnd the intersal operations and pyocedures
af the Adsinistrative Staffs, Office of Operstions. bHeve not besn
courdisnted to facilitate this comcept.

4. The moute persounsl receuitment sod norsle problem of
“““ ion Docwaents Divisies, fTice of Hperetions, resuire Lhe
%mﬁms&ﬁmmw;wmmmwm
sdudinistyative S8%alT, CIA, to dewlop nev yecruitin srser and o
effect job satisfaction withis Porel:n Docwients Divielon, Mfice
of ipwentions.

L\gi\‘)
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£. it thone Htalffe with [leid officen. it vor Toued that
wm mﬁuw af a1l Tisld setione thryow b thelr vespective
Mpmrisental Adsinistraiive 3ialls considerally incressed the
w:wm of m&w & Aainivtrative Stalts, proved cusnr-
wome and Lise-compumin: Tor offeetin: the desired sction, and
csueed sgue dunlication of effort Teitween the Fisld s head-
USRS

£. Jeverelly. s@ministietive procelures s well-desi ped
snd efficiemtiv-edndaigtered. oiw wipdy awﬁihm'm were
Su B i LB wrvey and jzstances of WWeLTNERr; o
3&,@*@% ecovds worv Gohed.  Homevey, the most s:..sg.ﬁihms;
educione of vorsioed n all the Adwminiwtrative Stalts oo be
scadewel ondy those B Uhe cocperation of Aoty adainistrative

wlieiniy:

{1} txtenwion of Asenc; machine recuvds services
adzinisterad Ly the Jpecial Sugport Staff to the
wt*m meeds of thase Adnisistyative Sialls, Aiice
of Jgevstices, will 2limisate coneiderable vevori-
seenls: sod repolrtin:.

(2} “oe slimisation or simplifieation of reportis.,
regord-iee;in. and other srocedues prescribed by
dairsctives wmaaatin, froa the Agenny Administretive
wlaly, particaisel; for field tvemsactions, wouid be
weloomed. Noredwer, provieion of inforwation, sech as
ud.et slloteent b field ﬁ‘fim vould faeilitate
aperatiogs .

G Gpeelfic tehle of orcasistr on chan.ss are indioatesd in
the sesarele reports gregared fur ithe Wlice of Wzm
Adainistrative Siedffs. It is posaidle thet toitsl versonce!
stren:ih ¢an be reduced fros tvo to foer positices it m
assiatance ndiested in ceracreph T, above, is oielped.

2.

8. Ho seiion he presentl: tuden to comealidate tie

Adwinistrative Bilaffs, Office of Uperstioss. Rewewer, if

the chmracter of Wice of Uparations field sctivities ebould

chms; e (o the polnt Ceat commmication Pecilities shouid be

ser gd or Tield esteblishesstis of the Contert end [ FOIAb3b1
FOIAb3b1 I «bcsid be inte. peted. then

copmideration should e siven 1o & consolidation of the

Adnlnistrative Staffe, ffice of "perations.

~ w;%w
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e ihe egerstions of the thres Divisioael Adminintyative
Jatfe be wore closely ceordipated by periodic staffl metins,
civeulation of internal lesusnces and sther coordismtin: devices.
thie would fsciliteate opsrations of the sepsrete Aduinielyntive
StefTs end wvould schieve the uniforwity of opersiions reguired
for dSopurtmentel-fleld oxthen:e of persounel.

E. OBk setivity consernin: fieid stiivities be smalyved
m m;m ¥ striet chasnelisstion of fisld sstion throuh

¢ >

i1 Admimietrative Ptaifys is veouired.

4, The sspistence of the Chlef, Sdministyetive Stall, Cia,
and the Ukief, Special Support Stalf, the Pud et HTicer sad
fersconel Director be solicited, se sgpwopriste, to fecilitete
srerelions sud te reduce the clerics) worilesd of the Adminis-
Lrative Stalfs, Offlce of Cperetions.

(%ote: The HanGoesent Jtelf will render such sesictance &5 @sy
e rogoested. }

#. A% procedurel siaslificetloms ere sthisved throu:h
meakine reoords ard other weens, the tebles of oy anisatisc
be perindically reviewad with the intest of pessai: nBin
positions in the Adminigtrative Stalffs to other semmnts of
the ATfice of Jperatione.

ey Chief, CORFS 25X1A9a
Budoet Wiicer
Wrmml Hrector ]
“ined, Moinistrative Mal? - /
Lhiel . Speelel Jwaort Diare

nu:§\‘
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Ageigtant Director for Operst.oms 5 Gctober 19%0

Bave esent SCfieer

Annapeeat Jteff Study of Administret.ve Staff, Forei.n Docwsents
Blvision, Office of Uperations.

1. ¥Fisdin 8@

. The wost diffieult task facin: thie Stefl ie personne
recraitaent and placeaent to 111 the professionsl miw
in the Yivision. An sxssimation of pant efforts indiente
that setion over sad beyond the cosnissnce of the Adninistrative
Eficer sod Alw depoly swst he token to remedy this sibvuntion.

b. dleosely sllled to the Sorepoin: sroblesn 18 that of
reconciling the need of the Division 4o retain eapedble profescional
smployees for vhon ac further sdwencewent is poasible ip the
Forei:n Jocumente Diwisidn, Gffice of Tperut ond, with the
ipdividusis’ sabitions. Assin, solwtion of this problem is cop-
tincent on Agency sctions and policies outside the purview of the
fdnipistrative Officer of this Division.

¢. The persompel activity outlinesd in the two proceding
erasraphe constitutes the mejor professionsl workiosd of this
dteff. Prestically the full workin: =ffort of the Assistent
Adminietrative Officer iz devoled to this activity. If it is
reco;nized thet sagistsnce on the personnel problems must come
irom officinle outslde the Aduministrstive 3taff. Forelun Docwesnts
idvision, Uffice of Operstions. it then appesrs thet the presently-
sllocated positicn of Amsistant Adzinistretive Offiecer, 48-311, is
pot mesded. The other administretive sctivities for this com-
paratively small. wholly depmrtusenisl Division cen be effectively
handled by the Administrative Mfficer and the Administrative
&mpistant  05-T.

G. A ssjor secant of the effort of the Administrative Staff.
walyn locwents Division, (ffice of S.ermtions, is devoted to
recurd-keepin:. Iuplicate end wnecessary records weres evident.
for summple, duplicste ¢time am! attenfence recurds exist; lesve
balences for all emplovess are zept current: cwdersoss overtize
racords are seintsined.

6. The Chief of Forel:n Documents Division with the smproval
and support of Assistent Director For Operetions ne-otiste with
the Perwonmel Director and the Chief, ASministrative Steff, CIA,
to estahlish & reorniting progren whareby wmtiﬁlyﬂar&im
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receuiting: sress outside of Washingion will be periodically
vigited by mesbers of the Adminletrative Stafl, Clia, sud by
the UGivisien Chief, Depaty Division Chief, end Pranck Chiefs
of Forel n Uocwments Tivision, Office of Oyerstlone. Contacts
developed throusk such visits should be kept sctive by follow.
up sorrespondence aad visite.

. %M&xmmmﬁe&t@m the
facilivies of tie Asene; Ceresr Zmna sment Progema for the
sdwmntece of deservin. eunloyeer of Porel:n Wats Piviaion,
Hiice of Uperatioms. In implementation of this swopention,
provielion will bavwe %o be mads far the continuond vecruitsent
aud trainin: of lower-; m intelilseace evalyots with lancus. e
facilivy to serve eo replacements for esplovees sdvwanced to
cther e ments of the Acency by carear zans eoent. The Admipie-
trative Mficer of Forelyn Documents Division. Wfiee of
s‘gmmmm inéiﬂ%@& that officials of thile mmim m hwe

wfwmmmtm (Iiﬁ%«a mmmzm
will cosrdisats this suestion with the Personmel Divector asd
w:th the Chief, Adminisirative Staf? CIA. to sffeet i@w&h&m
17 fempible. )}

£, iuplicwte end unnecegsary sfalinistrative vecords Lo
elimionted and the facilitios of Acency nschine records be
whilized whersver nosgible.

2. The position of Assistant Adninistrative Offiger bSe
abolished and the Adsinistrative Staff, Farei;n Documents Divisics,
Wlien of ‘perutions. $sbie of oranizetion be reduced By cme
mﬂ.‘:x%»

. A% such Lime s wnecessary adninistretive records are
=liminsted mnd the facilities of mschive recards bave beeu
exganded to provide  remter mervice {(approximately 1 Jeswsry
1?31), consideration be siven to resilocatin: one clerical

vosition t¢ that of clari-tynisi, sweh pusition bein; esssli ned
A‘i the Adninistrative Stafl. Porsis Docowsmnts Mvision, Hticn
of Sperveliona, u:mmcmimm»mmwﬁ'm
subgtantive Prunches. s peed dictatesn.

fersoanel Divector

Chief, Administretive Starf.”
Sud-et Gfficer
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